HOW TO SUBMIT INFORMATION RETURNS USING THE ‘BULK UPLOAD’ FEATURE

Please log into your account at www.lobbying.scot.

1. Access your ‘draft’ Information Returns by choosing Information Return History on the top tool bar.

2. Tick the Show returns not submitted box and then Click the F¥rlgaq button at the foot of the screen (see Image 1 below).
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3. Your draft Information return(s) will then show on screen (see Image 2). If you have more than one return, then the Bulk submit
returns option appears (see Image 2).

4. Tick the box next to all the Information Returns you wish to submit and click S1teJy [ #[ei{eTf1aEVlTg WAV gY).
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Submit Information return

VERY IMPORTANT: PLEASE ONLY SELECT THE INFORMATION RETURNS THAT YOU ARE SURE ARE FINAL VERSIONS
AND NOW NEED TO BE SUBMITTED TO THE LOBBYING REGISTER TEAM.
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5. You will see a notification as per the following screenshot (Image 3) to confirm that this has been actioned.
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Information Return Submitted

Your Information Return(s) are now submitted to the Lobbying Register Team for checking. The team may email you looking for further clarification or
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to provide feedback on necessary changes required, before a return can be published. Please make sure you check your organisation’s registered email
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